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Following is a quarterly update on the status of the Records Management 
Program in the Manufacturing Department. 

During this reporting period, the Technical Services - QC Standardization 
Department retention schedule was finalized, making 100% of the 
Manufacturing schedules now complete. On February 21, 1992, the PM USA 
Legal Department requested that we direct the revision of departmental 
retention schedules that have categories pertaining to ADMINISTRATIVE 
RECORDS, GENERAL SUBJECT FILES, or REFERENCE MATERIALS. It was determined 
that ADMINISTRATIVE RECORDS should be assigned a retention period of not 
more than two years and the other two categories should be removed from the 
schedules and the records reassigned to a more specific category. The 22 
Manufacturing departmental records coordinators affected by these retention 
stipulations were notified of the actions required of them in March. Due to 
changes in operational or legal record retention requirements, three 
additional Manufacturing schedules are being revised. There are currently 
25 schedules that will be resubmitted to you for endorsement once legal 
approval is obtained. 

Since the last status report, three additional Manufacturing departments 
completed the classification, labeling and inventorying phase of the Records 
Management Program. This phase of the program is now 100% complete in the 
Manufacturing Department. 

Progress on the final phase of the Records Management Program is also well 
under way in the Manufacturing Department. During the first quarter, 
diskettes of departmental active record inventories were received from 50 
additional Manufacturing departments. Ninety-four percent (94%) of the 
Manufacturing diskettes for Richmond, Louisville and Cabarrus have now been 
received and 91% have been loaded into the Records Management System. 
Manufacturing management and the departmental coordinators were asked on 
February 17 to insure that the remaining diskettes are sent to the Records 
Management Department by March 16. Of the 29 diskettes requested at that 
time, all but four have been received. We plan to work closely with the 
management and coordinators of these departments to insure that the 
remaining diskettes are turned in this month. 

At the end of the first quarter, records transfer and disposal notices had 
been generated for 71% of the Manufacturing Department's records inventory 
data maintained in the Records Management system. This represents 89% of 
the active disposal notices and 41% of the transfer notices that must be 
processed for the Manufacturing Department during 1992. The other notices 
will be generated during the second quarter if all of the preliminary 
departmental requirements are met. 
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To insure compliance with the PM USA Records Management procedures, records 
must be transferred and disposed each year according to the approved 
departmental retention schedules. Year to date, 40% of these requirements 
have been met within the Manufacturing Department. I'm also pleased to 
report that 18 Manufacturing departments have already completed the Records 
Management requirements for the 1992 calendar year. By copy of this report, 

I would like to remind the other departmental coordinators that records must 
be physically transferred or disposed and the notice signed and returned to 
the Records Management Department within 30 days from the date of the 
notice. Since we are committed to fulfill 100% of the legal and operational 
requirements of the Records Management Program this year, the timeliness of 
these activities is very important. 

Reconciliation of inactive records in storage with approved departmental 
retention schedules was started for five Manufacturing departments during 
the first quarter. Currently, 42% of the Manufacturing Department's records 
located in the PM USA Records Center are being managed according to approved 
departmental retention schedules. All available Records Management 
analytical staff is currently being devoted to this activity. 

The Records Management audit procedures were discussed with counsel in the 
PM USA Legal Department during this reporting period. It was decided that 
counsel will have the Corporate Audit Department review these procedures 
before their subsequent finalization. It was further decided that they 
would recommend that the Records Management Department conduct these audits 
under the auspices of the Corporate Audit Department. Due to our 
involvement on the final phase of the Records Management Program, it may 
still be several months before these audits begin. I will keep you informed 
of any developments in this area. 

If you have questions or would like to discuss any of the above, please let me 
know. Also, attached is a breakdown by department showing implementation 
progress on the final phase of the Records Management Program. 
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